NEBRASKA STATE COLLEGE SYSTEM

CLASSIFICATION DESCRIPTION

STORE KEEPER

Scope of Work

This is responsible manual and clerical work involving and variety of duties related to inventory management, purchasing and distribution of supplies and surplus property management.

Performs varied tasks such as being responsible for receiving, storing, maintaining and issuing campus supplies, materials and general hardware.  Work also involves determining inventory levels, preparing bid sheets for vendors and packaging in and delivering supplies to departments based on routine requests.  Work also involves the collection of surplus property, the storing of surplus property through appropriate channels.  General supervision is received from an administrative superior with work reviewed in the form of availability, accuracy and timeliness of supply distribution and thoroughness of records.

Examples of Work

Receives, stores, maintains and issues campus inventory comprised of general office supplies, custodial supplies, general hardware and consumable automotive suppliers; determines inventory levels for all items purchased and stored; contracts and prepares bid sheets for vendors including item specifications and desired quantities.

Receives incoming freight and express mail/packages and delivers to campus offices of designated central distribution point;  prepares departmental or return items for shipment;

Purchases and retrieves supplies from local vendors; provides purchase information concerning requested items upon departmental request.

Packages and delivers inventory supplies to fill departmental requisitions; breaks down bulk custodial supplies into smaller units and delivers to custodians or designated facility sites; maintains supply and inventory records and reports.

Collects identified departmental surplus property, stores or prepares for disposal through appropriate surplus property channels and documents disposal method.

Preferred Knowledge, Skills and Abilities

Knowledge of various types of materials, supplies and general hardware utilized within a campus facility.

Knowledge of storeroom methods and practices.

Knowledge of inventory processes and procedures.

Ability to prepare, document and maintain inventory and supply records and reports.

Ability to perform routine mathematical calculations.

Ability to communicate effectively both orally and in writing with the general pubic, local vendors and a diverse staff and student population.

Ability to schedule work to meet deadlines.

Preferred Training and Experience

Graduation form Senior High School or equivalent supplemented by three or more years or experience in storeroom inventory and supply delivery work.

Minimum Qualifications

Graduation form Senior High School or equivalent supplemented by one to two years of experience in storeroom inventory or delivery work or any combination of skills, knowledge and abilities that meet these requirements.

Special Requirements

May be required to possess a valid drivers license.

Essential Duties

Each College will determine for their own use the essential duties assigned to this position.

The foregoing is a general description of this position and may be changed form time to time by the System Administration.
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